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‘OFFICE OF OPERATIONS - CONTACT DIVISION -bHEADQUARTERS
ITEM ’ FILES IDENTIFICATION VOLUME TYPE OF FILING DISPOSITIBN INSTRUGHIONS
NO. (Title, description, arrangement, and inclusive dates) (Linear Ft) EQUIPMENT -

T

s
$22’
o

1, | OPERATIONAL CORRESPONDENCE FILES

‘s
Records which estgblish or document Permanent, Disposal not g;_,q ¢
Contact Division organization, functions, authorized, (Cut off at the g K
policies, procedures, and modes of opera- end of each year; transfer to
tion. These records consist of corres- : the Records Center 1 year
pondence, organization charts, tables of thereafter,)

organization, Division administrative

issuances, semi-annual activity riports, KNP
1 instructions and ’ :
related papers. Filed alphabetically by
subject,

- | Files maintained by the Chief, Contact
Division: the Projects Officer, and

2. | INFORMATION REPORT FILES

Information Reports | Permanent, Disposal not

|simitarseries, Tiled by : “authorized, (Transfer to
series and numerically by report number the Records Center when 2
thereunder, ) years old.)

Kl | Files maintained by|:|
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PTEM FILES IDENTIFICATION VOLUME TYPE OF DISPOSITION INSTRUCTIONS

NO. | (Title, description, arrangement, and inclusive dates) (Linear Ft) EQUIPMENT

3, | ADMINISTRATIVE CORRESPONDENCE FILES
Correspondence, reports, and related form Temporary, Destroy. when 3
records pertaining to housekeeping years old., (Cut off .at the
activities, such as procurement of end of each year; transfer to i
supplies and equipment, personnel, space, the Records Center 1 year thereg: *}\
duplicating and printing, travel, and af ter,) , e 2 .
fiscal activities, Filed alphabetically P
by subject, : %?;
Files maintained by Administrative Staff,

»t "

l;. | BRANCH CORRESPONDENCE FILES h e
Correspondence, reports, and related form Temporary. Destroy when 1 year
records duplicated in items 1 and 3 and old. (Cut off at the end of
maintained by operating units for their each year; destroy 1 year there-
internal operation and administration, : after,)

Filed alphabetically by subject.
Files maintained by all Branches,

5, | CHRONOLOGICAL CORRESPONDENCE AND TELETYPE
FILES
Extra copies of correspondence and tele- Temporary. Destroy when 1 year
types filed chronologically, old.

Files maintained by all organizational
units.
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I TEM FILES IDENTIFICATION VOLUME TYPE OF ING
. NO. | (Title, description, arrangement, and inclusive dates) (Linear Ft) EQUIPMENT DISPOSITION INSTRUCTIONS

16, | COMMUNICATIONS CONTROL RECORDS

Records used to maintain control on the
receipt, routing and dispatch of classi-
fied material,

Temporary. Destroy after 1 year.
(Cut off at end of each year and
destroy 1 year thereafter,)

2, Courier's Classified Mail Receipt,
Form 35-16 or equivalent, Filed chrono-
logically,

b. File and Routing,Slip, Form 35-1 or
equivalent., Filed organizationally by

1 | and numeri-
cally Thereunder, ' .

c. Log, Form 38-1L or equivalent, Filed Temp%fj)estroy af year,
(Cut off &t emd-ef-edch year and

chronologically,
£953=1950) destroy 1 y. hereaf ter, )
d, Top Secret Log, Form 38-1lj. Filed M i Temporarg. Disposal not author-
chronologically., ized, (Lut off at end of each
2 year.)

/ Te
MpoTrax Destroy aft year,
(Cut ofi}w;«ﬁﬁﬁr and

destroy 1 T therTeaftew, )
N

Q P5

Temporary., Disposal not author-
ized, (Cut off at end of each
year,)

f. Document Receipt, Form 36-16., Filed
chronologically,
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